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Purpose
The District recognizes that employees may occasionally need time away from work for personal reasons that are not covered by paid sick leave, legally protected leave, or any other District-provided paid time off beneﬁt. Because the District does not provide vacation or general paid time off, approved personal time away from work under this policy will be unpaid.
Scope
This policy applies only to discretionary, unpaid personal leave requested by an employee for
reasons that are not otherwise covered by applicable federal, state, or local law.
This policy does not apply to California paid sick leave, family or medical leave, pregnancy disability leave, disability-related accommodations, jury or witness duty, crime-victim leave, military leave, voting leave, school-related leave, or any other leave or accommodation protected by law. Requests for legally protected leave will be handled in accordance with applicable law and District policy.
This policy shall be administered together with the District’s Time Off Request Policy, Sick Leave Policy, and Driver Availability Forms.
Requesting Unpaid Personal Leave
Employees are expected to submit requests for unpaid personal leave at least two weeks in advance whenever the need for leave is foreseeable. Requests should be submitted to the employee’s manager via email and should include:
· the dates requested;
· the expected date of return;
· whether the request is for full-day or partial-day absence; and
· any other information needed to evaluate staffing coverage.
Examples:
· “Requesting the entire day off on August 10.”
· “Requesting August 10–12 off.”
· “I will be unavailable until 12:00 p.m.”
· “I need to leave by 2:30 p.m.”
· “I am available for trips between 8:00 a.m. and 1:00 p.m. only.”
For planned leave, a request submitted the day or evening before a scheduled shift or trip is not considered adequate notice.
The District understands that advance notice may not always be possible. When the need for leave is not foreseeable, employees must notify their manager as soon as practicable.

NMT/NEMT drivers must submit requests via email directly to the HTS Manager. For a partial-day request, drivers must identify the specific hours they will be unavailable for trips. 
Verbal requests, text messages, and requests made only to another employee do not satisfy this requirement.
Drivers do not need to request unpaid leave for days or times already recorded as unavailable on their current Driver Availability Form. Changes to regular driver availability must be submitted on an updated Driver Availability Form.
Approval of Leave
Unpaid personal leave is not automatically granted and must be approved in advance, except where otherwise required by law. For NMT/NEMT drivers, approval must be confirmed by email from the HTS Manager; sending a request does not mean the leave is approved. The HTS Manager will review requests based on legitimate business needs, including staffing levels, scheduling needs, workload, prior approved absences, and the timing and duration of the requested leave.
To help prevent short staffing, the District generally will not approve more than two employees for discretionary unpaid personal leave on the same day. If more than two employees request the same day off, management will consider factors such as the order in which requests were received, business needs, employee availability, and fairness in scheduling.
This staffing limit does not apply where leave is protected by law.
NMT/NEMT drivers may not independently exchange, transfer, or reassign assigned trips. Any trip changes must be coordinated through the HTS Manager.
Pay During Leave
Unpaid personal leave is unpaid. Employees will not receive wages for time not worked under this policy.
This policy does not create, accrue, or provide vacation, PTO, or paid personal time. California treats earned vacation/PTO as wages when an employer provides it, and “use it or lose it” vacation policies are not recognized by the Labor Commissioner; because the District does not provide vacation or PTO under this policy, no vacation or PTO is earned or accrued.
Paid Sick Leave Is Separate
Paid sick leave is governed by the Districts’ California Paid Sick Leave policy and applicable law. Employees may use available paid sick leave for qualifying reasons under California law. Paid sick leave requests will not be denied solely because other employees are already scheduled off, and employees will not be required to provide two weeks’ notice for unforeseeable sick leave.

California law allows employers to require reasonable advance notice for foreseeable paid sick leave, and notice as soon as practicable when the need is unforeseeable.

Job Protection and Return to Work
Approval of unpaid personal leave under this discretionary policy does not guarantee job protection unless job protection is required by applicable law. Employees are expected to return to work on the approved return date. Failure to return as scheduled or failure to communicate with the employee’s manager may result in disciplinary action, up to and including termination, subject to applicable law.
No Retaliation
The District prohibits retaliation against employees for requesting or taking leave protected by federal, state, or local law. Employees who believe they have been denied protected leave or retaliated against for requesting leave should report the concern to management immediately.
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